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Welcome Application Inbox Users

As part of Virtual Gateway release 2.0, the Common Intake application was
expanded to include intake for some EOHHS Disability services, including:

= Soldiers’ Home Chelsea

= Soldiers’ Home Holyoke

= Department of Mental Retardation Services

= Home Care/Elder Support Services

= Massachusetts Commission for the Blind
Services

= Massachusetts Rehabilitation Vocation
Rehabilitation Services

= Massachusetts Commission for the Deaf and
Hard of Hearing

These programs, as well as Women, Infants, and
Children Nutrition (WIC), use the Application Inbox
feature of Common Intake as a container for receiving applications and inquiries.
You can use your Application Inbox to search, sort, forward, view, print, and make
status updates to applications and inquiries.

We’'d like to take this opportunity to welcome you as new users of the Virtual
Gateway!

Application Inbox Quick Tips

The Application Inbox is a powerful tool that will help you process applications and
inquiries. Here are some tips for using the Application Inbox:
J Check Your Inbox Regularly

As an Application Inbox worker, it's important to remember

to check your Inbox on a regular basis—just as you would check your voice mail
messages, email messages, or your US mail.

Don’t Double-Click Buttons

In the Application Inbox, as in most online applications such
as Google.com, links and buttons are designed so you only
have to click them once. Clicking them twice can actually
confuse the system, slow down the process, or even take you
somewhere you don’t want to go!

You can use the workflow below to help make the Inbox process run smoothly:



http://www.mass.gov/portal/site/massgovportal/menuitem.307e4dfc1e5731c14db4a11030468a0c/?pageID=eohhs2terminal&L=5&L0=Home&L1=Provider&L2=Resources+and+Guidance&L3=Training+and+Education&L4=Virtual+Gateway+Training+%26+Assistance+Materials&sid=Eeohhs2&b=terminalcontent&f=ier_app_inbox&csid=Eeohhs2
http://www.mass.gov/portal/site/massgovportal/menuitem.307e4dfc1e5731c14db4a11030468a0c/?pageID=eohhs2terminal&L=5&L0=Home&L1=Provider&L2=Resources+and+Guidance&L3=Training+and+Education&L4=Virtual+Gateway+Training+%26+Assistance+Materials&sid=Eeohhs2&b=terminalcontent&f=ier_app_inbox&csid=Eeohhs2
http://www.mass.gov/portal/site/massgovportal/menuitem.307e4dfc1e5731c14db4a11030468a0c/?pageID=eohhs2terminal&L=5&L0=Home&L1=Provider&L2=Resources+and+Guidance&L3=Training+and+Education&L4=Virtual+Gateway+Training+%26+Assistance+Materials&sid=Eeohhs2&b=terminalcontent&f=ier_app_inbox&csid=Eeohhs2
http://www.mass.gov/portal/site/massgovportal/menuitem.307e4dfc1e5731c14db4a11030468a0c/?pageID=eohhs2terminal&L=5&L0=Home&L1=Provider&L2=Resources+and+Guidance&L3=Training+and+Education&L4=Virtual+Gateway+Training+%26+Assistance+Materials&sid=Eeohhs2&b=terminalcontent&f=ier_app_inbox&csid=Eeohhs2
http://www.mass.gov/portal/site/massgovportal/menuitem.307e4dfc1e5731c14db4a11030468a0c/?pageID=eohhs2terminal&L=5&L0=Home&L1=Provider&L2=Resources+and+Guidance&L3=Training+and+Education&L4=Virtual+Gateway+Training+%26+Assistance+Materials&sid=Eeohhs2&b=terminalcontent&f=ier_app_inbox&csid=Eeohhs2
http://www.mass.gov/portal/index.jsp?pageID=eohhs2subtopic&L=5&sid=Eeohhs2&L0=Home&L1=Provider&L2=Resources+and+Guidance&L3=Training+and+Education&L4=Virtual+Gateway+Training+%26+Assistance+Materials
http://www.mass.gov/portal/index.jsp?pageID=eohhs2subtopic&L=5&sid=Eeohhs2&L0=Home&L1=Provider&L2=Resources+and+Guidance&L3=Training+and+Education&L4=Virtual+Gateway+Training+%26+Assistance+Materials
http://www.mass.gov/portal/index.jsp?pageID=eohhs2subtopic&L=5&sid=Eeohhs2&L0=Home&L1=Provider&L2=Resources+and+Guidance&L3=Training+and+Education&L4=Virtual+Gateway+Training+%26+Assistance+Materials
http://www.mass.gov/portal/index.jsp?pageID=eohhs2subtopic&L=5&sid=Eeohhs2&L0=Home&L1=Provider&L2=Resources+and+Guidance&L3=Training+and+Education&L4=Virtual+Gateway+Training+%26+Assistance+Materials
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Narrow Your Search Criteria

When you search for applications in your Inbox, only the first 200 matches will
display. You can use the Previous |Hext links at the bottom of the page to navigate
through the results. If the application you are searching for is not displayed, try
narrowing your search by entering more information into the search fields and
conduct the search again. For example, you might enter a date range, or search
for applications using the first two letters of the applicant’s name.

jApplicationinquiry Search:

jipplicationdnguiny Humber: Applicationdnquiry Status: All b

plicant Name : Date Range
| ast Name: | From: e |dd 1y
First Name T mm ;|dd I ey

1)
Search | Reset | Home

[Search Resulis
The Infarmation can be sorted by clicking on the underlined headings in the table.

Ifyour search returns more than 200 records, only the first 200 are shown below. Enter additional search criteria to narrow your returned
results.
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Wornen, Infant and [ Pending Dept of Fublic
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Change Application/Incuiry Status

Virtual Gateway Help Desk

The Virtual Gateway Help Desk staff is here to assist you.

Virtual Gateway Help Desk
9 AM to 5 PM, Monday — Friday
800-421-0938
617-988-3301 (TTY)
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